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Debbie & Susan, 
I just wanted to let you know that HR has a new Accounting Section to handle our finances.  Millicent 
Downer is now the Accounting Manager. 
 
Please send staff council requests for funds to her attention at Millicent.downer@ucf.edu. 
 
Millie will be able to assist you with the $1000 in E&G funds, $250-$300 in Concession funds for the 
Annual Staff Assembly, and funds for the USPS Staff Council scholarship foundation. 
 
Please remember that the E&G funds and expenditures must be appropriate to the E&G (state funded) 
guidelines Please go to the link below to read the fund use guidelines that are on Purchasing Web-
site.  If you have any questions, please don’t hesitate to contact Millie for verification.  
  
 http://www.purchasing.ucf.edu/Procurement%20Forms/Fund%20Use%20Guidelines%20DRAFT.pdf 
 
1.      Expenditures $50 - $100 or greater MUST have council vote and approval at a Staff Council 
Meeting. 
2.      Prior to the request for and release of funds, we need notification that the expenditures have 
been voted on and approved by the staff council.  An e-mail or minutes from a meeting, 
detailing the approval vote, expenditure item, and total dollars should be forwarded to 
Millicent.downer@ucf.edu.  EXAMPLE "The approved budget (voted on in the 10/01/15 
meeting) shows that the Welcome Committee can spend $200 on purchasing stamps."   
3.      Once the request is received and meets all the above, we will authorize and process the 
expense. An invoice, must be signed by staff council and forwarded to Millie’s attention in HR 
Department. Inter department transfers (ie printing), should be sent to Millicent with the above 
approval and she will sign and return. 
 
If you have any questions, please feel free to contact us.   
 
It has been my pleasure to work with the USPS Staff Council for the past 12 years and look forward to 
working with you in other areas in the future. 
 
Debbie 
 
 
